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LISTENING AND SPEAKING; POLITE LANGUAGE 
When it comes to listening and speaking politely, I’ve got a few pointers that might come in handy: 

 

Polite Listening: 

1. Show Genuine Interest: Maintain eye contact, nod occasionally, and give verbal cues like "I 

see" or "Mm-hmm." 

2. Avoid Interrupting: Let the speaker finish their thought before you jump in. 

3. Reflect Back: Paraphrase what you've heard to show you’re paying attention. 

4. Ask Clarifying Questions: If you don’t understand something, politely ask for more 

information. 

5. Stay Present: Put away distractions like your phone and focus on the speaker. 

 

Polite Speaking: 

1. Use Courteous Language: Words like "please," "thank you," and "excuse me" go a long way. 

2. Be Clear and Concise: State your points clearly and without unnecessary rambling. 

3. Respect Others’ Opinions: Acknowledge different viewpoints even if you disagree. 

4. Maintain a Positive Tone: Keep your tone friendly and respectful. 

5. Mind Your Body Language: Use open and approachable body language. 

 

Polite communication is all about mutual respect and showing others that you value their thoughts 

and feelings. Whether it’s a casual chat with friends or a professional conversation, a touch of 

politeness can make all the difference. ◻ 

 

Is there a specific situation where you'd like to apply these tips? 

 

POLITE LANGUAGE: EUPHEMISM 
Euphemisms are a wonderful tool in polite language. They help soften the delivery of potentially 

uncomfortable or harsh statements. Here are a few examples of euphemisms and their direct 

counterparts: 

1. Passed away instead of died 

2. Economical with the truth instead of lying 

3. Senior citizen instead of old person 

4. Between jobs instead of unemployed 

5. Let go instead of fired 

6. Correctional facility instead of prison 

7. Vertically challenged instead of short 

8. Under the weather instead of sick 

9. Comfort break instead of bathroom break 

10. Differently abled instead of disabled 
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ORAL PRESENTATIONS: SHORT FORMS 

Got it! When giving an oral presentation, it's often useful to use short forms to keep your message 

clear and concise. Here are a few tips and examples for incorporating short forms into your 

presentation: 

 

Tips for Using Short Forms: 

1. Acronyms: Use acronyms for common phrases or terms. For example, “NASA” instead of 

“National Aeronautics and Space Administration.” 

2. Abbreviations: Use standard abbreviations where appropriate. For example, “Dr.” instead of 

“Doctor.” 

3. Bullet Points: Organize your key points into bullet points to make them easier to follow. 

4. Summarize: Summarize complex information into short, digestible sentences. 

5. Visual Aids: Use slides, charts, or visuals to convey information quickly and effectively. 

 

Examples of Short Forms: 

 ASAP: As Soon As Possible 

 FYI: For Your Information 

 RSVP: Répondez S'il Vous Plaît (Please Respond) 

 ETA: Estimated Time of Arrival 

 BTW: By The Way 

 

Example of an Oral Presentation Using Short Forms: 

Good afternoon everyone! Thank you for joining today's meeting. I'll provide a brief overview of 

our project status and next steps. 

 

Key Points: 

 

 Project Milestones: We've achieved the first two milestones, including finalizing the design 

and starting the initial build phase. 

 Upcoming Deadlines: The next milestone is due ASAP, so please ensure your tasks are 

completed on time. 

 Team Collaboration: Remember to update your progress in the shared document FYI. 

 Client Meeting: We'll have an important client meeting next week, so please RSVP by Friday. 

 

LISTENING COMPREHENSIONS: MAIN IDEAS 

Grasping the main ideas during listening comprehension exercises is key to understanding the 

overall message. Here are a few strategies to help you identify the main ideas effectively: 

 

 

Tips for Identifying Main Ideas: 
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1. Focus on the Introduction and Conclusion: Often, the main idea is introduced at the 

beginning and summarized at the end. 

2. Listen for Repetition: Key points are usually repeated or emphasized multiple times. 

3. Note Transitional Phrases: Words like "firstly," "in conclusion," or "most importantly" often 

signal main points. 

4. Summarize Key Points: After listening, summarize what you heard in your own words. This 

helps reinforce the main ideas. 

5. Ask Questions: Mentally ask yourself questions like, "What is this about?" and "What is the 

speaker's main message?" 

 

Example Listening Comprehension Exercise: 

Let’s say you’re listening to a lecture about climate change. Here are some strategies to identify the 

main ideas: 

 

1. Listen to the Introduction: The speaker might start with, “Today, I will discuss the causes and 

effects of climate change.” 

2. Identify Key Points: Listen for sections where the speaker says, “The main cause of climate 

change is…”, “One significant effect of climate change is…”, and so on. 

3. Notice Repetition: If the speaker keeps mentioning “greenhouse gases” and “global warming,” 

these are likely central themes. 

4. Summarize: After the lecture, you might summarize by saying, “The speaker discussed how 

greenhouse gases are a primary cause of global warming, which leads to various environmental 

impacts.” 

 

Practice Exercise: 

Imagine you're listening to a podcast about the benefits of regular exercise. What might be the main 

ideas? Here’s a possible summary: 

 

 Introduction: The podcast introduces the topic by stating, “Regular exercise has numerous 

health benefits.” 

 Main Points: 

o Physical Health: Exercise improves cardiovascular health, strengthens muscles, and helps 

maintain a healthy weight. 

o Mental Health: Regular physical activity can reduce stress, anxiety, and depression. 

o Overall Well-Being: Engaging in regular exercise promotes better sleep and boosts energy 

levels. 

 Conclusion: The podcast might conclude with, “Incorporating regular exercise into your daily 

routine can lead to a healthier, happier life.” 
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SELECTIVE LISTENING 

Selective listening is a skill where you focus on specific parts of a conversation while filtering out 

the rest. It's especially useful in noisy environments or when you need to concentrate on certain 

information. Here are some tips and examples to help you practice selective listening: 

 

Tips for Selective Listening: 

1. Identify Key Information: Decide what information is most important before you start 

listening. 

2. Tune Out Distractions: Try to ignore background noise or irrelevant parts of the conversation. 

3. Use Keywords: Focus on keywords or phrases that relate to your main point of interest. 

4. Take Notes: Jot down important points to help you remember the key information. 

5. Stay Mentally Engaged: Ask yourself questions about the content to keep your mind focused. 

 

Example Scenario: 

Imagine you're attending a lecture on ancient history, but you're specifically interested in learning 

about the Roman Empire. Here's how you might apply selective listening: 

 

 Identify Key Information: You decide to focus on details about the Roman Empire's rise, key 

figures, and major events. 

 Tune Out Distractions: Ignore side stories about other civilizations unless they directly relate 

to Rome. 

 Use Keywords: Listen for terms like "Rome," "Caesar," "conquest," and "empire." 

 Take Notes: Write down important dates, names, and events mentioned during the lecture. 

 Stay Mentally Engaged: Think about how the information you hear connects to what you 

already know about the Roman Empire. 
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Practical Exercise: 

Try a practical exercise to improve your selective listening skills:\ 

1. Listen to a Podcast or Lecture: Choose one on a topic you're interested in. 

2. Set a Focus: Decide what specific information you want to gather. 

3. Take Notes: Jot down relevant points as you listen. 

4. Summarize: After listening, summarize the key information you gathered. 

 

Selective listening can help you become more efficient at processing and retaining important 

information. With practice, you'll find it easier to filter out distractions and focus on what truly 

matters. ◻ 

PRONUNCIATION 

Improving English pronunciation can significantly enhance your communication skills. Here are 

some tips and resources to help you work on your pronunciation: 

 

Tips for Better Pronunciation: 

1. Listen and Imitate: Listen to native speakers through podcasts, movies, or songs, and try to 

mimic their pronunciation. 

2. Practice Regularly: Consistent practice is key. Spend a few minutes each day focusing on 

difficult sounds. 

3. Use Phonetic Symbols: Learn the International Phonetic Alphabet (IPA) to understand how 

words are pronounced. 

4. Record Yourself: Record your voice and compare it with native speakers. This can help you 

identify areas for improvement. 

5. Break Down Words: Break words into syllables and practice each part separately. 

6. Focus on Stress and Intonation: Pay attention to which syllables are stressed and the rise and 

fall of your voice in sentences. 
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Common Pronunciation Challenges: 

 Th Sounds: Practice the difference between the voiced "th" (as in "this") and unvoiced "th" (as 

in "think"). 

 L and R Sounds: Pay attention to the difference between "l" (as in "light") and "r" (as in 

"right"). 

 Vowel Sounds: English has many vowel sounds. Practice minimal pairs (like "ship" and 

"sheep") to get them right. 

 

Useful Resources: 

 Forvo: A free online pronunciation guide where you can hear words pronounced by native 

speakers. 

 YouGlish: A tool that lets you hear how words are pronounced in various YouTube videos. 

 Pronunciation Apps: Apps like "Elsa Speak" and "Speechling" provide exercises to improve 

your pronunciation. 

 

Practice Exercise: 

Here’s a quick exercise to get started: 

 

1. Listen to a native speaker: Find a short video clip with clear English pronunciation. 

2. Repeat: Mimic the speaker’s pronunciation as closely as possible. 

3. Record: Record yourself saying the same sentences. 

4. Compare: Listen to your recording and compare it to the original. 
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CONVERSATION SKILLS: NEGOTIATION SKILLS 
Negotiation skills are essential in many areas of life, from business deals to personal relationships. 

Here are some tips and techniques to improve your negotiation skills: 

Key Tips for Effective Negotiation: 

1. Preparation: Research and understand the context of the negotiation, including the needs and 

goals of both parties. 

2. Active Listening: Pay close attention to what the other party is saying. This helps you 

understand their perspective and build rapport. 

3. Clear Communication: Be clear and concise about your needs, goals, and expectations. Avoid 

ambiguous language. 

4. Empathy: Show empathy and understanding towards the other party's position. This can help 

build trust and find common ground. 

5. Flexibility: Be open to alternative solutions and compromises. Flexibility can lead to more 

creative and mutually beneficial outcomes. 

6. Assertiveness: Stand firm on your key points and interests, but do so respectfully and without 

aggression. 

7. Patience: Take your time and avoid rushing the negotiation process. Patience can lead to better 

outcomes. 

Techniques for Successful Negotiation: 

1. BATNA (Best Alternative to a Negotiated Agreement): Know your best alternative if the 

negotiation doesn't reach an agreement. This helps you stay confident and avoid accepting 

unfavorable terms. 

2. Win-Win Approach: Aim for a solution that benefits both parties. This fosters long-term 

relationships and positive outcomes. 

3. Framing: Present your proposals in a way that highlights their benefits to the other party. 

4. Questioning: Ask open-ended questions to gather information and understand the other party's 

needs. 

5. Summarizing: Periodically summarize the points discussed to ensure both parties are on the 

same page. 

6. Concessions: Be willing to make concessions, but do so strategically. Know what you're willing 

to give up and what is non-negotiable. 
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7. Closing the Deal: Once an agreement is reached, clearly outline the terms and ensure mutual 

understanding. 

 

Practice Scenario: 

Imagine you're negotiating a salary increase with your employer. Here’s how you might apply these 

tips: 

1. Preparation: Research industry standards for your position and gather evidence of your 

contributions and achievements. 

2. Active Listening: Pay attention to your employer's concerns and reasons for their initial offer. 

3. Clear Communication: Clearly state your desired salary increase and the reasons behind it. 

4. Empathy: Show understanding of your employer's budget constraints or other challenges. 

5. Flexibility: Be open to discussing alternative forms of compensation, such as additional 

benefits or flexible working hours. 

6. Assertiveness: Stand firm on your main points without being aggressive. 

7. Patience: Allow the conversation to unfold naturally, without rushing to a conclusion. 

 

Negotiation is a blend of art and science, requiring practice and continuous learning. By honing 

these skills, you'll become more adept at reaching favorable agreements in various aspects of 

life. If you have a specific negotiation scenario you'd like advice on, feel free to share! ◻ 

LISTENING FOR DETAILS 

Listening for details is a crucial skill, especially when you need to grasp specific information in 

conversations, lectures, or audio recordings. Here are some tips and techniques to help you 

improve your ability to listen for details: 

Tips for Listening for Details: 

1. Stay Focused: Concentrate on the speaker and avoid distractions. Keeping your mind from 

wandering helps you catch important details. 

2. Take Notes: Jotting down key points as you listen can help you remember specific details later. 

3. Identify Keywords: Pay attention to keywords or phrases that signal important information. 

4. Ask Questions: If possible, ask clarifying questions to ensure you understand the details 

correctly. 
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5. Repeat Information: Mentally repeat or summarize what you hear to reinforce the details in 

your memory. 

 

Techniques for Listening for Details: 

1. Listen for Numbers and Dates: These often contain critical details, such as statistics, 

deadlines, and historical events. 

2. Focus on Names and Titles: Remembering names of people, places, and specific terms can be 

crucial. 

3. Pay Attention to Descriptions: Listen carefully to descriptions of processes, objects, or 

scenarios. 

4. Look for Context Clues: Context can provide hints about the details you need to focus on. 

5. Practice with Audio Exercises: Use practice materials, such as audiobooks, podcasts, or 

language learning apps, to improve your detailed listening skills. 

 

Example Exercise: 

Let’s practice with a brief audio scenario. Imagine you're listening to a weather report. Here’s a 

sample report: 

 

“Good afternoon, everyone. Today is January 11th, 2025. We're expecting mostly sunny skies with 

a high of 28 degrees Celsius. There's a slight chance of rain in the evening, around 20:00 

hours. Winds will be coming from the northeast at 15 kilometers per hour. Tomorrow's forecast 

includes a 60% chance of thunderstorms, with temperatures ranging from 22 to 25 degrees 

Celsius.” 

 

Key Details to Note: 

1. Date: January 11th, 2025 

2. Weather: Mostly sunny skies 

3. Temperature: High of 28 degrees Celsius 
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4. Rain Chance: Slight chance in the evening around 20:00 hours 

5. Wind: Coming from the northeast at 15 kilometers per hour 

6. Next Day Forecast: 60% chance of thunderstorms, temperatures ranging from 22 to 25 degrees 

Celsius 

 

ORAL POETRY 

Oral poetry is a rich and vibrant tradition, deeply rooted in many cultures around the world. It is 

performed and transmitted through speech rather than writing, often involving rhythmic 

language, repetition, and expressive delivery. Here are a few key points about oral poetry and 

tips for creating and performing your own: 

 

Key Features of Oral Poetry: 

1. Rhythm and Meter: Oral poetry often has a distinct rhythm or meter, which makes it easier to 

remember and recite. 

2. Repetition: Repeating lines or phrases can create emphasis and aid in memorization. 

3. Imagery and Metaphor: Vivid imagery and metaphor help paint pictures in the listener's mind. 

4. Performance: The delivery of oral poetry is crucial; it involves tone, pace, and gestures to 

engage the audience. 

5. Cultural Significance: Oral poetry often reflects the values, history, and identity of a 

community. 

 

Famous Examples: 

 Griots in West Africa: Griots are storytellers, musicians, and oral historians who keep the 

history and traditions of their communities alive through oral poetry. 

 Epic Poems: Works like "The Iliad" and "The Odyssey" by Homer were originally performed 

orally.  

Modern Spoken Word: Contemporary spoken word poetry, often performed at poetry slams, 

continues the tradition of oral poetry with a focus on personal and social issues. 
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Tips for Creating and Performing Oral Poetry: 

1. Start with a Theme: Choose a central theme or message for your poem. 

2. Use Repetition: Incorporate repeating lines or phrases for emphasis and rhythm. 

3. Play with Sound: Experiment with rhyme, alliteration, and assonance to create a musical 

quality. 

4. Paint Pictures with Words: Use vivid imagery and metaphor to make your poem come alive. 

5. Practice Your Delivery: Rehearse your poem aloud, paying attention to tone, pace, and 

gestures. 

 

Example of Oral Poetry: 

Here's a short example to get you started:plaintext 

Beneath the stars, we gather here, With tales of old and voices clear. Our history flows from tongue 

to ear, In rhythmic lines, our hearts revere. 

 

From ancient lands to modern day, 

The words we speak, they pave the way. Through storm and sun, through night and day, Our stories 

live, come what may. 
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DIPHTHONGS AND SENTENCE STRESS 

Diphthongs 

Diphthongs are complex vowel sounds that begin with one vowel sound and glide into another 

within the same syllable. They are often referred to as "gliding vowels." In English, common 

diphthongs include: 

 

1. /aɪ/ as in "my". 

2. /aʊ/ as in "now". 

3. /ɔɪ/ as in "boy". 

4. /eɪ/ as in "day". 

5. /oʊ/ as in "go". 

 

Sentence Stress 

Sentence stress refers to the emphasis placed on certain words within a sentence. In English, 

content words (nouns, main verbs, adjectives, and adverbs) are typically stressed, while 

function words (pronouns, prepositions, articles, and conjunctions) are usually unstressed. 

Sentence stress can change the meaning or focus of a sentence. For example: 

 

 I never said she stole my money. (The emphasis is on "never," implying denial.) 

 I never said she stole my money. (The emphasis is on "said," implying the speaker didn't 

verbally express it.) 

 I never said she stole my money. (The emphasis is on "she," implying someone else might 

have stolen it.) 

 

IMPROMPTU SPEECHES 

Impromptu speeches are those delivered without any prior preparation. They can be quite 

challenging because you have to think on your feet and organize your thoughts quickly. Here 

are some tips and a general structure to help you deliver a successful impromptu speech: 
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Tips for Impromptu Speeches: 

1. Stay Calm: Take a deep breath and try to stay calm. Confidence is key. 

2. Listen Carefully: If given a prompt or question, listen carefully to understand it fully. 

3. Think Before You Speak: Take a moment to gather your thoughts before you start speaking. 

4. Structure Your Speech: Use a simple structure (e.g., introduction, body, conclusion) to 

organize your thoughts. 

5. Be Concise: Keep your speech brief and to the point. 

6. Engage the Audience: Make eye contact and use gestures to engage your audience. 

7. Stay on Topic: Focus on the main idea and avoid going off on tangents. 

 

General Structure for Impromptu Speeches: 

1. Introduction: 

o Start with a hook to grab attention (e.g., a quote, a question, a surprising fact). 

o Clearly state your main idea or topic. 

2. Body: 

o Point 1: Present your first main point and provide an example or explanation. 

o Point 2: Present your second main point and provide an example or explanation. 

o Point 3: Present your third main point and provide an example or explanation. 

3. Conclusion: 

o Summarize your main points. 

o End with a strong closing statement (e.g., a call to action, a memorable quote). 
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Example Impromptu Speech Prompt: 

Prompt: “The Importance of Lifelong Learning” Speech: 

 

 Introduction: “Imagine a world where no one ever stops learning. Today, I want to talk about 

the importance of lifelong learning and how it can shape our lives.” 

 Point 1: “First, lifelong learning helps us stay relevant in an ever-changing job market. With 

new technologies emerging, continuous learning ensures we keep our skills up-to- date.” 

 Point 2: “Second, lifelong learning fosters personal growth and fulfillment. It allows us to 

explore new interests and hobbies, leading to a more enriching life.” 

 Point 3: “Lastly, it contributes to a better society. Educated individuals are more likely to 

contribute positively to their communities and inspire others to learn.” 

 Conclusion: “In conclusion, lifelong learning is essential for personal and professional 

development. Let’s embrace every opportunity to learn and grow.” 

 

CONVERSATION SKILLS: JOB INTERVIEW 

Acing a job interview requires strong conversation skills. Here are some tips to help you shine 

during your next interview: 

Before the Interview: 

1. Research: Learn about the company, its culture, and the role you are applying for. 

2. Prepare Answers: Practice answers to common interview questions (e.g., "Tell me about 

yourself," "Why do you want to work here?"). 

3. Prepare Questions: Have some questions ready to ask the interviewer about the company and 

the role. 

 

During the Interview: 

1. First Impressions: Start with a firm handshake, a friendly smile, and good posture. 

2. Listen Actively: Pay close attention to the interviewer’s questions and comments. Show that 

you are listening by nodding and responding appropriately. 
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3. Be Clear and Concise: Provide clear, concise answers and avoid rambling. Use the STAR 

method (Situation, Task, Action, Result) to structure your responses. 

4. Be Positive: Focus on your strengths and experiences. Avoid speaking negatively about 

previous employers or colleagues. 

5. Show Enthusiasm: Demonstrate genuine interest in the role and the company. Let your 

enthusiasm shine through your words and body language. 

6. Ask Questions: When given the opportunity, ask thoughtful questions about the role, the team, 

or the company. 

 

After the Interview: 

1. Follow-Up: Send a thank-you email within 24 hours to express your appreciation for the 

opportunity and reiterate your interest in the position. 

 

Example Interview Questions and Responses: 

1. Tell me about yourself. 

o Answer: "I am a dedicated marketing professional with over five years of experience in digital 

marketing. I have a proven track record of increasing brand awareness and driving traffic 

through strategic campaigns. I am passionate about creative problem-solving and staying 

updated with the latest marketing trends." 

2. Why do you want to work here? 

o Answer: "I have always admired your company's commitment to innovation and sustainability. 

I believe my skills and values align well with your mission, and I am excited about the 

opportunity to contribute to your team and help drive your goals forward." 

3. Can you describe a challenging situation and how you handled it? 

o Answer: "In my previous role, I faced a major project deadline that was at risk due to 

unexpected technical issues. I organized a meeting with the team to brainstorm solutions and 

reallocate resources. We worked collaboratively and were able to deliver the project on time, 

exceeding client expectations." 
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Common Mistakes to Avoid: 

1. Being Unprepared: Lack of knowledge about the company or the role can reflect poorly on 

you. 

2. Overly Rehearsed Answers: While preparation is important, sounding too scripted can seem 

insincere. 

3. Speaking Negatively: Avoid criticizing previous employers or colleagues. 

LISTENING TO RESPOND: EXPRESSING FEELINGS 

When listening to respond and expressing feelings, it's important to be both an empathetic listener 

and an articulate speaker. Here are some strategies to help with both aspects:  

Listening to Respond: 

1. Active Listening: Pay full attention to the speaker. Show that you are listening through verbal 

and non-verbal cues, such as nodding and saying "I see" or "I understand." 

2. Reflecting: Paraphrase what the speaker has said to show that you understand. For example, "It 

sounds like you're feeling frustrated because..." 

3. Asking Clarifying Questions: If something is unclear, ask gentle questions to get more details. 

For example, "Can you tell me more about what happened?" 

4. Avoiding Interruptions: Let the speaker finish their thoughts without interrupting. 

5. Being Present: Focus on the conversation without getting distracted by other things. 

 

Expressing Feelings: 

1. Use "I" Statements: Express your feelings using "I" statements to take ownership of your 

emotions. For example, "I feel upset when..." 

2. Be Specific: Clearly articulate what you are feeling and why. For example, "I feel anxious 

because of the upcoming deadline." 

3. Stay Calm: Try to remain calm and composed, even when discussing difficult emotions. 

4. Be Honest: Share your true feelings honestly but tactfully. 

5. Use Positive Language: Frame your feelings in a way that focuses on positive outcomes or 

solutions. 
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Example of Combining Both: 

Scenario: A colleague missed an important meeting, and you want to address it. 

 

Listening to Respond: 

1. Listen Actively: Allow your colleague to explain why they missed the meeting. 

2. Reflect: "I understand that you had an emergency and couldn't attend." 

 

Expressing Feelings: 

1. Use "I" Statements: "I felt concerned when you missed the meeting because your input is 

valuable." 

2. Be Specific: "I was particularly looking forward to your feedback on the project timeline." 

3. Stay Calm: Keep your tone calm and composed. 

4. Be Honest: "I would appreciate if we could find a way to ensure this doesn't happen in the 

future." 

5. Use Positive Language: "Let's work together to find a solution that works for both of us." 

 

 

EXTENSIVE LISTENING: SPEECHES 

Extensive listening, especially to speeches, can greatly improve your listening skills and 

comprehension. Here are some strategies and resources to help you practice extensive listening 

through speeches: 

 

Strategies for Extensive Listening to Speeches: 

1. Choose Varied Speeches: Listen to speeches on different topics, delivered by various speakers, 

to expose yourself to diverse vocabulary and speaking styles. 

2. Focus on Understanding: Aim to understand the main ideas, key points, and supporting details 

of the speech rather than every single word. 
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3. Take Notes: Jot down important points, unfamiliar words, and phrases to review later. 

4. Use Repetition: Listen to the same speech multiple times to reinforce understanding and catch 

details you might have missed initially. 

5. Summarize: After listening, try to summarize the speech in your own words to check your 

comprehension. 

6. Practice Active Listening: Engage with the content by asking yourself questions and making 

connections to what you already know. 

7. Use Transcripts: Read along with the transcript if available. This can help you match spoken 

words with their written form and improve pronunciation and intonation. 

 

Resources for Listening to Speeches: 

1. TED Talks: A treasure trove of inspiring and educational speeches on a wide range of topics. 

You can watch them on the TED website or on YouTube. 

2. YouTube: Many famous speeches and lectures are available on YouTube. Search for speeches 

by influential figures like Martin Luther King Jr., Barack Obama, or Malala Yousafzai. 

3. Podcasts: Podcasts often feature speeches, interviews, and discussions on various topics. 

Popular platforms include Spotify, Apple Podcasts, and Google Podcasts. 

4. Audiobooks: Many audiobooks include famous speeches or are read by the authors themselves. 

Services like Audible offer a wide selection. 

5. News Websites: Websites like NPR, BBC, and The Guardian often feature speeches and 

interviews with transcripts available. 

Example Speeches to Listen to: 

1. "I Have a Dream" by Martin Luther King Jr. 

2. "The Man in the Arena" by Theodore Roosevelt. 

3. "The Danger of a Single Story" by Chimamanda Ngozi Adichie. 

4. "Yes We Can" by Barack Obama. 

5. "How to Spot a Liar" by Pamela Meyer (TED Talk). 
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INTONATION IN SENTENSES: QUESTION TAGS 

Intonation in Sentences 

Intonation refers to the rise and fall in the pitch of the voice during speech. It plays a crucial role in 

conveying meaning, emotions, and attitudes. Here are some key points about intonation in 

sentences: 

 

1. Statements: Typically, statements have a falling intonation at the end. For example: 

o "She lives in Nairobi." (Falling intonation) 

2. Yes/No Questions: These questions usually have a rising intonation at the end. For example: 

o "Are you coming to the party?" (Rising intonation) 

3. Wh- Questions: Questions that begin with 'who,' 'what,' 'where,' 'when,' 'why,' or 'how' usually 

have a falling intonation at the end. For example: 

o "Where did you go?" (Falling intonation) 

4. Lists: When listing items, each item except the last one typically has a rising intonation, and the 

last item has a falling intonation. For example: 

o "I need to buy apples, bananas, oranges, and grapes." (Rising, rising, rising, falling) 

 

Question Tags 

Question tags are short questions added to the end of a statement. They are used to confirm 

information or to prompt a response from the listener. The intonation used with question tags 

can change the meaning: 

 

1. Rising Intonation: When a question tag has rising intonation, it indicates that the speaker is 

less certain and genuinely seeking confirmation or an answer. 

o "You're coming to the meeting, aren't you?" (Rising intonation) 

2. Falling Intonation: When a question tag has falling intonation, it suggests that the speaker is 

more certain and expects agreement. 

o "It's a beautiful day, isn't it?" (Falling intonation) 
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Examples: 

1. Rising Intonation: 

o "You haven't seen my keys, have you?" (The speaker is unsure and is asking for confirmation.) 

2. Falling Intonation: 

o "We had a great time at the concert, didn't we?" (The speaker expects agreement and is 

confident about the statement.) 
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QUESTION TAGS 

Question tags are short questions added at the end of a statement. They are used to confirm 

information, seek agreement, or prompt a response. Understanding how to use question tags 

effectively can enhance your communication skills. Here’s a breakdown: 

 

Structure of Question Tags: 

1. Positive Statement, Negative Tag: 

o "You’re coming to the party, aren’t you?" 

o "She loves reading, doesn’t she?" 

2. Negative Statement, Positive Tag: 

o "You don’t like coffee, do you?" 

o "They aren’t here yet, are they?" 

 

Rules for Forming Question Tags: 

1. Auxiliary Verbs: Use the auxiliary (helping) verb from the main statement in the question tag. 

o "You can swim, can’t you?" 

o "She has finished her homework, hasn’t she?" 

2. No Auxiliary Verbs: If there is no auxiliary verb in the main statement, use "do," "does," or 

"did." 

o "You like chocolate, don’t you?" 

o "He went to the store, didn’t he?" 

3. Pronouns: Use the same subject pronoun as in the main statement. 

o "The movie was great, wasn’t it?" 

o "John is your brother, isn’t he?" 
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Intonation in Question Tags: 

 Rising Intonation: Indicates uncertainty or a genuine question. 

o "You’re coming to the meeting, aren’t you?" (Rising intonation) 

 Falling Intonation: Indicates that the speaker is confident and expects agreement. 

o "It’s a beautiful day, isn’t it?" (Falling intonation) 

 

Examples: 

1. Positive Statement, Negative Tag: 

o "You’ve finished your work, haven’t you?" 

o "They will join us later, won’t they?" 

2. Negative Statement, Positive Tag: 

o "You haven’t met her, have you?" 

o "He didn’t call you, did he?" 

ORAL REPORTS:NEWS/ROLE PLAY 

Sure, let's break down how to prepare and deliver an engaging oral report on news through role 

play. This approach can help improve both your presentation skills and your understanding of 

the topic. 

Step 1: Selecting a News Topic 

1. Choose Recent News: Pick a topic that is current and relevant. It could be local, national, or 

international news. 

2. Research: Gather reliable information from multiple sources to get a comprehensive 

understanding of the topic. 

Step 2: Preparing the Oral Report 

1. Introduction: 

o Start with a hook (e.g., a surprising fact, quote, or question). 

o Briefly introduce the topic and its significance. 
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2. Body: 

o Present the main points logically and clearly. 

o Use supporting data, statistics, and quotes from credible sources. 

o Provide context and background information. 

o Discuss different perspectives on the issue. 

3. Conclusion: 

o Summarize the key points. 

o Offer your own insights or opinions if appropriate. 

o End with a memorable statement or a call to action. 

 

Step 3: Role Play 

1. Assign Roles: If you're working with others, assign roles such as a news anchor, reporter, 

interviewee, or expert. 
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POLITE NOTE! 

Take note that this is a Sample of the Well Organized Detailed 

Simplified Notes. 

 

Call/Text/WhatsApp 0746 222 000 / 0742 999 000 for the 

Complete Notes. 

 

 

FOR MORE EDUCATIONAL RESOURCES, 

 

CONTACT MR ISABOKE 

 

0746 222 000 /0742 999 000 
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FOR THE FOLLOWING; 
 ONLINE TUITION 

 REVISION NOTES 

 SCHEMES OF WORK 

 SETBOOKS VIDEOS 

 TERMLY EXAMS 

 QUICK REVISION KITS 

 KCSE PREMOCKS 

 TOP SCHOOLS PREMOCKS 

 KPLEA JOINT PREMOCKS 

 TOP SCHOOLS MOCKS 

 KPLEA JOINT MOCKS 

 KJSEA POSTMOCKS 

 TOP SCHOOLS PREDICTIONS 

 FINAL EXAM PREDICTIONS  

 KPLEA REVEALED SETS 

 KPSEA EXAMS 
 

 
CALL/TEXT 0746 222 000 
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